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Loan Commitment System
Home Improvement Programs

On-Demand Process Guide

 The following On-Demand process guide is a
presentation designed to walk Minnesota Housing
Lending Partners through the steps needed to commit
and work with loans in the Loan Commitment System.

— It should only be used as a reference/resource guide.

— Lenders are encouraged to register for Loan Commitment
System training prior to viewing this guide.
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Table of Contents

* Loan Commitment System Basics

* New Loans Commitment Process

e Updating Loan Commitments

Users may click through
and view the entire guide,
or click on one of the links
* Program Forms to the left to go directly to

 Reporting a specific section

e Funding Approve

e Canceling a Loan Commitment

e Locating a Confirmation Report

e Avoiding Common Errors

e Help Desk Assistance
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Loan Commitment System Basics
Getting Started

* Access the Loan Commitment System using Internet Explorer
only

— Mozilla Firefox and similar internet access software are not compatible
with the Loan Commitment online system

* Internet Explorer versions 8 & 9 need to be made compatible
with the Loan Commitment online software in order for it to
work properly

* Please reference the following guides if you are experiencing
problems
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http://www.mnhousing.gov/idc/groups/homes/documents/webcontent/mhfa_012067.pdf

Loan Commitment System Basics

Web Administrator

e Assigns user names
and passwords

e Adds new users

* Manages
access/privileges for
users
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New Loan Commitment

1. Go to mnhousing.gov.
2. Access Partner Login located in the upper right corner.

HOME ABOUT US JOBS NEWS

Minnesota
Housing \\w x Downpayment and Closing Cost
| | < Loans Available

Three loan options available for up to $10,000 toward

Mortgage rates starting at: downpayment and closing costs.

4.250%

View all interest rates

B fin

Housing & Rental Assistance Multifamily Rental Partners
o y ~ - 8 >
) af )| 4 | -

Homebuyers & Homeowners
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http://www.mnhousing.gov/

New Loan Commitment

Home = Partner Login

Secure Login

Single Family Applications

Qan Commitment System

Users may experience functional issues

as cannot add a borrower or open a loan) within the Loan Commitment System if users have

modified their default Internet Explorer 9 (IE9) se . These functional issues will be resolved by restoring the 1E9 default settings.

Click on “Loan
Commitment System.”
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New Loan Commitment

Enter the User Name and Password supplied to you by your internal Web Administrator
for Minnesota Housing. Contact your internal Minnesota Housing Web Administrator if
you do not have or do not remember your user name and password.

User Name |

Password

Minngesofc:= ‘
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New Loan Commitment

Funds Management System —
Click on “Single Family Web & Funds Management Web
Management.” i .

Single Family Management System &

=) 3 Single Family Web Management

Data Analysis Reporting Module &
¥ Funds Management DARM

@ Single Family DARM

@ Multi Family DARM

@4 Section 8 DARM

@ Loan Servicing DARM

Utilities &

& Web Partner Module
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System Navigation

* This “Loading” symbol will
appear when information is
being processed. .

» L |
Interrupting while a page is ®
loading will require you to
log in again and start over LeRDING @
— Do not click the back arrow ®
L e
— Do not hit backspace L

Minnesota ‘
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New Loan Commitment

MANAGEMENT

¥

Available Programs and
Funds

q(New Loan Commitment > Click on “New Loan
Loan Managemen Commitment”
Loan Forms

My Pipeline
Loans with Deficiencies

REPORTS

¥

Demographic Analysis
Loan Listing

Loan Confirmation
Exceptions/Deficiencies
Pending Documents
Loan Certification

Minnesota ‘
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New Loan Commitment

Select the “Program Choice” tab.

o Program Choice o New HAF Loan | ' Cache | 4 |

The MHFA Homes Division offers products and semvices to help Minnesotans buy and fix up their home

Please select from the following financing options:

Program Type

Do NOT
click on the
Program

Type.
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New Loan Commitment

1. Single click the program under
which you will reserve funds.

Mew Loan ' Saved Loan Info
I | & |

Frngrﬂns Expands [+] to view progra ates
I Program MName / Code Program Type
+] Cmmunity Fix Up Loan CFUF Home |mprovement
+] Fik Up Loan Secured FUF Home Improvement
+| Fig Up Loan Unsecured FUFU Home Improvement
+| M@rtgage Credit Certificate Program MCC First Mortgage
+| Sthrt Up Purchase Program START First Mortgage
+| Stkp Up Purchase Program SUPUR First Mortgage
+| Stfp Up Refinance Program SUREFI First Mortgage

2. Click “New Loan.”
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New Loan Commitment

1. Select your branch from the drop down
selections. If you have questions or don’t see your
branch, contact your internal Web Administrator.

@ | & Previous K a9
ngr% Criteria

®Program: "

Olendar ... Test Bank

1 Validatior Summary

s Lodh: Lender/Originator is required.

2. Click on “New
Loan.”

Minnesota ‘
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New Loan Commitment

This is the main work area. Click on each tab to enter information.

Minnesota
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= MNHousing.gov = Census Tracts | = Zip + 4 = Curfent Interest fates

MANAGEMENT ] Action § | b Submit | 2f | % Bacip Loan | 1K1 @1 Mea— o PP ST
Available Programs and Funds ender: 999901 | Test Bank || || Program: Fix-Up Fund Loan Prog DO N OT e nte r'
New Loan Commitment ®

Loan Management Loan Info fo  Borrowers  Finance  Optional .

Loan Forms rehab detalls at
My Fipeline

Loan Exceptions Loan Number: Stage: N ew Loa n

REPORTS = C .

Demographic Analysis Lender Loan Number: Status: omm It men t
Loan Listing

Loan Corrfirrnatiqn Sta ge .

g::;cil;l; ggﬁﬁﬁf&s Commitrent Date: @ Eztimated Closing Dats:

Loan Cerdification

GENERAL

nelp CIiCk On
@ Interest Rﬂte:|_ vl CaICUIator to @ Term in Months: 0

Log Off
calculate P&l.

d:Amnrtizatinn:| Simple Interest Vi P&l @

The fields marked with this
symbol ¢ are required fields.

»

@ Loan Amount:

Adminiztrator Info ]

Disability Improvement: [

@ Required value
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New Loan Commitment

Loan Info Tab - Secured Loans

Select the appropriate interest rate from the drop
down box for secured or unsecured.

@ Interest Rate:

4.0000 % - First Lien
4.9900 % - Energy/Accessibiity Incentiv

@ Amortization:
5.9900 % - Subordinate Lien

Secured @ InterestRate:

6.4900 % - Auto-pay Incentive

@ Amortization: 6.9500 % - Regular

Unsecured

Minnesota ‘
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New Loan Commitment
Property Info Tab

H Submit | o Add Additiona | =] Backup Loan | EQuick Search | Confirmation Reporiss (gl | New Loan Commitment - Detail
l[Lender- 999903 | Test Bank - Inver Grove Heights || || Program: Fix Up Loan Secured ||

Loan Info  Rehab  Property Info = Borrowers Finance  Other

DZIP Code: 55122-

D Address: 111 4th st

Complete all fields on

@City: Eagan - Dakota - “Property Info” Tab screen.
®County: Dakota M
@ State: MM hd

Legal Description:

Value Amount: $0.00 Valuation Method: Tax Assessment
@ Building Type: SINGLE_FAMILY - @Year Built: 1978
®Category: Existing -

D MNumber of Units: 1

Title To Be Held As: Fee Simple -

@ Required value

Minnesota
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New Loan Commitment

Borrower Tab

H Submit | P Addidditiona | =§ Backup Loan | mﬂuick Search | GonfirmationReport | & | New Loan Commitment - Detail
[Lender: 999903 | Test Bank - Inver Grove Heights || [[Program: Fix Up Loan Secured ||

Loan Info  Rehab  Property Info  Borrowers Finance  Other

Borrowers

| Type | Last Name | First Name | MI | Date of Birth | Age | Sex | Marital Status | Relationship | Ethnicity |

Borrower

Double click “borrower” field to enter the

primary borrower’s information.

Edit Add Delete

@ Total Household Income: $0.00 ®Dependents Under 18: 0
@ Other Dependents: 0
D®Household Size: -

Disabled Household: [7]

@ Required value

Minnesota
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New Loan Commitment

Entering Borrower Information

kA Submit | . AddAdditiona | 3 Backup Loan | %3 Quick Search | Gaonfirmation)Reportss | g | New Loan Commitment - Detail
[[Lender: 999903 | Test Bank - Inver Grove Heights || |[ Program: Fix Up Loan Secured ||
Loan Info Rehab Property Info Borrowers Finance Other
Borrowers
| Type Last Name First Name | M | Date of Birth | Age | Sex | Marital Status | Relationship | Ethnicity
) | Borrower
Type:| Borrower
@ Last Name: Johnson @ First Name: John
Middle Initial: @ Social Security: 111-55-5113
® Date of Birth: 08/01/1980 Age: |33
@ Sex: Male - @ Marital Status: Married -
On Title: [[]
L Race: White [T] Aian [T] Black or African American [C] American Indian or Alagkan Native [C] Native Hawaii or Other Pacifi
@ Ethnicity: Mon-Hispanic -
Credit Score: 21 Credit Report Agency: Experian -
Credit Report Date: 08/15/2013 Enter all borrower
Home Phaone: (612} 123-4561 . . .
Mailing Address: 111 4th St Informatlon' ClICk City: Eagan
“OK” when complete. State: MN -
L ZIP Code: 55122-
OF ‘
OK Cancel
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New Loan Commitment

Entering Borrower Information

| Submit | | % Backup Loan | % Quick Search | | @ | New Loan Commitment - Detail

[[Lender: 999903 | Test Bank - Inver Grove Heights || |[ Program: Fix Up Loan Secured ||

Loan Info  Rehab  Property Info  Borrowers Finance Other

Borrowers

| Type | Last Name | First Name | MI | Date of Birth | Age | Sex | Marital Status | Relationship | Ethnicity

» | Borrower Johnson John 08/01/1980 33 Male Married Mon-Hispanic

Borrower will now be listed. To add a co-
borrower, select “Add” and enter co-

borrower information. \
Edit ‘ Add
®Total Household Income: $54,000.00 Enter the TOTAL D Dependents Under 18: 1
@ QOther Dependents: 0 \
@®Household Size: 3-Three persons A annual househOId
Disabled Household: [7] T income from ALL
@ Required value . ] Owners rESiding in
q Household size should
, the household.
include ALL members of

the household.
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New Loan Commitment

Finance Tab-Eligible Sources

Use this tab when
other financing
sources are being
used

The highlighted
finance sources are
eligible choices for
the Fix-up Loan
Program

“Fix Up” is an eligible
choice only when
committing a CFUL
loan

Loan Info Rehab

Additional Financing

Property Info

Borrowers

Finance

Optional

Financing Source

Armount

City Gowvernment

$3,500

Financing Source:

City Governmerit
Cammunity Fix Up Fund

Disaster
Federal Governiment

W
Y

[Fi Up Funad

Lender

Local Government
Monprofit

Cther

Owvnier Developer
Rehabiltstion Loan Program
Rural Development

LHility

@ Required value

<
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New Loan Commitment

Optional Tab - Secured Loans

The following screen will appear if you selected the “Fix-up Loan

Secured” program earlier in the commitment process. Complete all
the fields under the “Optional” Tab.

Note: Two decimals are required for the CLTV and the DTI fields.

ko submit | | % Backup Loan | Sz Quick Se | | @ | New Loan Commitment - Detail
[[Lender: 999303 | Test Bank - Inver Grave Heights || [[Program: Fix Up Loan Secured ||
LoanInfo  Rehab  Property Info  Borrowers Financ€ Other >
CLTV 104.32

First Lien Position 7 Mo

Energy Audit Performed Y/W N Green Improvements

DTl 41.67

Minnesota ‘
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New Loan Commitment

Optional Tab - Unsecured Loans

The following screen will appear if you selected the “Fix-up
Unsecured” program earlier in the commitment process. Complete
all the fields under the “Optional” Tab.

Action | b Submit | A€ Delete | 43 Backup Loan | Create Report | & | New Loan Commitment - Detail
MEIEDS | Te:st Bank - Rochester || || Program: Fix-up Fund Unsecured

Loan Info Rehab Property Info Borrowers Finan Opticnal

Optional Fields Optional Tables
Auto Pay Incentive vIN Firzt Lien Position ? LI

Energy Audit Performed % /N

DTl

Minnesota
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Finance Agency




New Loan Commitment

Optional Tab — Community Fix-up Fund Loans

The following screen will appear if you selected the “Community Fix-

up Loan ” program earlier in the commitment process. Complete all
the fields under the “Optional” Tab.

Note: Two decimals are required for the CLTV and the DTI fields.

Action | | Submit | 22 | %3 Backup Loan | 1 K

New Loan Commitment - Detail
|[Lender, ool Test Bank - Inver Grove Heights || || Program: Community Fix-up Fund

-

Loan Info Rehab Property Info Borrowers Finan Optional

Optional Fields

Optional Tables

CLTV First Lien Position # W

Energy Audit Performed " /N

]

Minnesota ‘
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New Loan Commitment

Submit Loan

Action A€ Dejete | & Backuploan | o Create Report | W | (G | New Loan Commitment - Detail

\ || Lender: 39950c | Test Bank - Saint Paul || || Program: Fix-up Fund Secured ||

Laan Info Rehab PropeMgJnfo Borrowers Finance Optienal

Optional Fields Optional Tables

CLTV First Lien Position ? =l
Energy Audit Performed ¥ / N Green Imprwementsl LI
DTl
Once all information has been entered, click the “Submit”
tab. The system may take a minute or two to update.
Minnesota

Housing

Finance Agency




New Loan Commitment

Fixing Errors

1. If there are errors after submitting a
loan, an error message will appear in
red. Find and correct errors under

Minnesota appropriate tab.
Housing

Finance Agency

= MMHousing.gov = Census Tracts = Zip + 4 = Current Interest Rates

MANAGEMENT 2 Action X | =3 Backup Loan | 1K@ |

Awvailable Programs and Funds || Lender: 932301 | Tes
MNew Loan Commitmert

Loan Management Loanghfo  Rehab  Property Info  Borrowers | Errors | Finance  Optional

Loan Forms i

My Pipeline Walidglion Summary

Loan BExceptions

& Borrowers: Household Size is required.

REPORTS #* Borrowers: Total Household Income is required.

Demographic Analysis /

Loan Listing

| ogn Confimnation
2. Click “Submit” again.

o]
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New Loan Commitment

Successful Commitment

1. A message summary will appear once
the loan is successfully committed, and a
Minnesota Housing loan number is
assigned.

b Update | . [+ | 552 Quick Search ( _4 Confirmation Report ) | &) | New Loan Commitment - Detail
[ender: 999903 | Test Bank - Inver Grove Heights || [[Pro == n Secured I |[Barrower: Johnson, John || |[ Loan Number: 0012620702 ]| |[ Stage: Commitment || || Status: Current |

Message Summary

® The loan was added successfully.
& The current loan’s stage is Commitment.
® “You can use the [Create Report] toolbar button any time to create a report to print.

LoanInfo  Rehab  Property Info  Borrowers Finance Cther \
Loan Mumber: 0012620709 2 CIICk on ”Conflrmatlon Report” RHFB ALF 2 HI Fix Up Reg (FF
Londer Loan Number: button to create a report to print

with details of the commitment.
(Not required, but useful.)

Commitment Date: 09/13/2013

Minnesota
Housing
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Updating A Commitment

* Private Data not visible after submission (SSN,
DOB)

* Contact Minnesota Housing Help Desk if changes
need to be made to the following data fields:
* SSN
« DOB
* Property Address
* Loan Program

* Help Desk: 651.296.8215 or 800.710.8871

Minnesota ‘
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Updating A Commitment

MANAGEMENT 2

. anced Search | &) | Loan Management - Quick Search Criteria

Loan Number:

@CI

Available Programs and
Funds Last Name:

Lender Loan Number:

First Name:

2. Enter your search criteria and
click “Search Loans.”

REPORT _ : _ _

Quick Search | Advanced Search | [is @1@9 Funding Approve | _§ | & |
Demogrgphic Analysis
Loan Listihg ns

»»

LoanC i |
E?c?gptic:: Srfrg?aﬁ?:?encies | Loan Mumber Last Mame I First Name Commitment Date
Pending Pocuments 0012620709 Johnson Jofln 09/13/2013
Loan Cerffication

| |

1. You can update your loans at
any point prior to “Funding
Approve” by clicking on “Loan
Management.”

3. Single click on
the loan and click
“Update

Commitment”

Minnesota
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Updating a Commitment

Minnesota
tiousing

nance Agency

= MNHousing.gov

» Census Tracts = Zip + 4

Rehab Tab

1. Click the
“Add” tab to
enter

# Current Interest Rates

MANAGEMENT %

Action | | Submit | 2E

| %3 Backup Loan | 1M1 &1 Mew Loan Commitn

Awailable Programs and Funds
Mew Loan Commitment

Loan Management

Loan Forms

Iy Pipeline

Loan Exceptions

|[Lender: 993301 | Test Bark || | Program: Fix-Up Fund Loan Program

improvements.

Loan Info Rehab Borrowers Finance

Rehab

Property Info

Optional

| Rehab Type

| Amount _‘

REPORT S

3

Demographic Analysis
Loan Listing

Electrical Improvements
Exterior Finizhing

5,000.00

Armount:

$5,000,00

Loan Corfirmation
Overdue Exception
Pending Documents
Loan Certification

2. Select
improvement
from drop down
menu, enter
amount, and click
“OK”

b __'

Cancel

w: Exterior Finishing
. oK

Rehab Amount” Add
matches the “Total
Amount.”

3. Verify “Total /Y\
>/

Total Rehab Amount: $10,000.00
Refinance Amount: 50.00
$10,000.00

Total Amount:

Delete

4. Repeat for each different improvement to be made.

Note: Unless refinance is selected, the Total Rehab amount will
populate to the total amount box. Ensure the total rehab amount,
total amount, and loan amount on the loan tab are all equal.

gency
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Updating a Commitment

Rehab Tab-Eligible Improvements

* The highlighted
Improvement
categories are
eligible choices
for the Fix-up
Fund Program.

‘||I!l|||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||

Rehab

Loaninfo | Rehab  Property Info  Borrowers  Finance  Optional

Rehab Type | Amount

Rehab Type:

Borrower Cost (+)

Electrical Improvements

Energy Conservation + Insulstion (including windows)
Exterior Finishing

Handicap Accessibilty Improvements

@ Reguired value

Heating + ‘Yentilation Improvements
Irterior Finishirg

Landscape Iinprovements

Cther

Plumbing Improvements

Roofing Improvements

Structural Adctions + Aterations

L

Minngeso?ci= ‘
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Updating A Commitment

B AddAdditiona | _4 Confirmation Report | & | Modlfy your Ioan
[[Cender 999903 | Test BEHR—W [Borower i i i
information and click

“Update.”

Message Summary

® The loan was modified successfully.

ars Finance Workdflow Other

Loan Info  Rehab  Origination Property Info
Lender:| Test Bank - Inver Grove Heights
Loan Officer: .
A message will appear
indicating that the loan
was successfully

modified.

Loan Processor:

Dates

Cancel:

Minnesota
Housing
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“Caching” or Saving an
Incomplete Loan

* Allows you to save a partially
completed loan commitment to
finish at a later time

L\
3 (T
R\

* No interest rate is committed

e No funds are committed

e Saved in Cache for 7 days

et 1}

SRE SEEER S ZARRRRRRNREE
= :
i )
% = AN
25 \ ) I |
= | N I |
Z | I
| [
' |
|
[
. i
n

 Maximum of 10 records per user

Minngeso?ci= ‘
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“Caching” or Saving an
Incomplete Loan

Start the process of entering information
for a new loan commitment.

i

Action | H Submit | g | - Add HAF | <3 Backup Loan | | K | & |
| Funds | Lender: 999902 | Te age Grove | || Prograrm: Community Sctivity Set

Loan Info Property Info Borrowers Finance Optional

Loan Number: St

A Lender Loan Number. Click “Backup Loan” if
you need to store file
to complete later.

Cormmitrent Date:

o nitiative:|_CASA_MRB v| CoEm =
A D Interest Rate: | 5.0000 % Vl O Term in Mon
& Amortization: | Fixed Rate v |
3]
& Purchaze P

Minnesota
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“Caching” or Saving an
Incomplete Loan

MANAGEMENT g Action | | Submit | 2¢ | CuAddHAF | & :
| _ 1. A message will
Ava p— _rts and Funds || Lender: 993302 | appear that the
L ew Loan Commitme Mezzage Summary
B _ loan was
E PiFéi'"'IEpt_ s The lpan was successfully backed up in the cache. successfully backed
an BExceptions .

N\ Loan Info =~ Property Info  Borrowerz  Finance  Op up in the cache.
REPORTS o
Demographic Analysis Lean Number:
Loan Listing
az%%zrﬁﬁzt;gn \ Lender Loan Number:
Pending Documents \
Loan Certification o

2. To restore the loan '
GEHERAL t ti I k
Help f any time, click.on ative: _CASA_MRE
Home New Loan ]
LIIIQ Ciff : ”

Commitment. Rate:| 5.0000 %

Administrator Info 3

Minnesota
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“Caching” or Saving an
Incomplete Loan

MANAGEMENT n Action | S Delete Loan '# Restore Loan | @) |

Available Programs and Funds
Mew Loan Commitment '

Loan Management La=zt Mame / Firzt Name
Loan Forms

My Pipeline I
Loan Exceptions £

Current Loans in Cache

1. Single
< | Click on
loan.

[— &3

REPORT 5

b

Demographic Analysis ) " L ”

Loan Listing 2. Click on “Restore Loan” to

xliual:.j Cnrﬁlzimrrgatinn retrieve loans stored in
verdue eption

Pending Documents Cache.

Loan Certification

GENERAL
Help

]

Minngeso?ci= ‘
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“Caching” or Saving an
Incomplete Loan

" H ”
Select the “Program Choice” tab. o HaELoanals @ coar

Auvailable Programs and Funds
Mew Loan Commitmert

Loan Management

Loan Forms

My Pipeline . . o
Loan Exceptions Pleaze =zelect from the following financing options:

The MHFA Homes Divizion offers productz and =ervices to help Minnezotans buy and fix up their homs
programs. We believe %0U CAN achieve succezzaful homeownership and we're here to help.

REPORTS Program Type

>

Demographic Analysis
Loan Listing

Loan Confimation
Crverdue Bxception
Fending Documents
Loan Certification

TN

| L

GEHERAL

>

Eslﬂe Do NOT click on the

Log Of “Program Type.”

Minnesota
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1. Single click the
program under
which you will be
reserving funds.

“Caching” or Saving an
Incomplete Loan

using

co AQenCyY

MHousing.gov

= Census Tracts

= Zip + 4 = Current Interest Rates

ANAGEMENT S

railable Programs and Funds

— /
Action |@4ﬁw HAF Loan | [Z Cache | (@) |

2. Click on “New

Loan.”

sw Loan Commitment Prugrams Expands [+] to view program rates

an Management | Program Name | (
an Forms —

v Pipeline 4] Community Activity Set Aside (MBS) CASAN
i =+l Community Fie L Fund Prooram CFUF
PORTS “ [ HFEs Wp Fund Laan Oregram FUE

| Ll

- mographic Analysis #] Foreclesure Prevention Asst. Program FRAP
ian Listing 4] MM Mortgage Program (MBS) MKMPWS

1an Confirmation
serdue Exception
:nding Documents
ian Certification

HERAL

»»

p
me
ig CHf

iministrator Info b

Minnesota
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“Caching” or Saving an
Incomplete Loan

nesota

using
gt Enter your branch

MHousing.gov = (Census Tracts = Zip + 4 #» Current Interest Rates

from the drop down
list.

ANAGEMENT E Action | [ NewLoan | & Previous i

sailable Programs and Funds
=w Loan Commitment

1an Managemenrt @ Program:
an Forms ’

y Pipeline @ Lender: ¢ Test Bank - Cottage Grove
an Bxceptions

; “alidation Summary
PORTS

Program Criteria

ol

zmographic Anahysis # Loan: Lender/Originatar is required.

»an Listing You will be brought to the main screen

1an Corfimation

rdue Excepti & Required val . .
smiing Documents T where you will be able to view all of the

— information you originally entered for

. your Cached loan. Complete the usual

e process for registering a new loan
commitment.

INERAL

ol

Iministrator Info ¥

Minnesota
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Funding Approve
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Funding Approve

e Carefully review all information in and update all data fields
prior to “Funding Approve.”

 When you fund approve a closed loan you are certifying that
the data is true and correct and that you have followed all
Minnesota Housing policy guidelines and requirements.

 Must be done after loan closing and after three day right of
rescission period (if applicable).

* “Funding Approve” incorrect information may jeopardize your
ability to be fully reimbursed by Minnesota Housing.

Minnesota ‘
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Funding Approve

Minnesota

Housing 1. Click on Loan Management.

# MMHousing.gov = Census Tracts

MANAGEMENT b
Available Programs and Funds

= e X ==luu]| it —
e / E%'.l Clear @earch LﬂaD <%, Advanced Search | & |
Loar romms
My Pipeline Loan Mughber:

Loan Bceptions

Lagl Mame:

REPORTS

o

Demographic Analysis
Loan Listing

Loan Corfimation
Chwverdue Bxception
Pending Documents
Loan Certification

GENERAL

o

! 2. Search for your loan.
elp

Home
Log Cif

Administrator Info

L

Minnesota
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Funding Approve

1. Single click on the loan you want to fund approve
(double clicking will only allow you to update the loan).

Action | Clear

Program Ciiteria

| dx;] Search | I Update Eummﬁmn@nﬂing Ap@ I 'y I
7

Loan Crite /
Loans \ /
Draga u:nlun\1 header here to group by that column /
Lu‘n Number Last Name P(rst Mame -« = Lender NU
+ 0012608731 Brown ie
1250851 Dampiel Joflathan
0012608354 Johnson 321654
+| 0012503406 king ztephen
2. Click “Funding Approve.”
Minnesota
Housing
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Funding Approve

TS ot 1. Enter information in

Housing

_ all tabs and enter data
= MNHousing.gow # Census Tracts = ZIp + 4 # Current Interest Rates

MANAGEMENT 2 Action | | Update | & Funding Approve | (Cy Create Report | }€ | (&) | oan MJ In eaCh fleld'

Available Programs and Funds e il et et fmalmiiiclesiainRiinpyain ||| Borrovwer: Johnson, Barb || I Lmber: 0012609312 || | Stage: Commitment || || Status: Currert

New Loan Commitment —_/

Loan Management Loan Info Details Rehab Origination Property Info Borrowers Finance Optional

Loan Forms

My Pipeline

Loan Exceptions Loan Number: |0012609312 Stage:

REPORTS 2

Demographic Analysis Lender Loan Number: Status:

Loan Listing

Loan Confirmation
Overdue Excepti
P:ﬁdi#g Doczﬁ::aorgs Commitment Date: 04/25/2011 @ Estimated Clozing Date: 05/02/2011

Loan Certification

GENERAL H @ Loan Amount: 55,000.00 See Rehab Details
Help
Home
Log O @ nterest Rate: @Term in Menths: 120
Administrator Info &
<& Amortization: | Simple Interest b D P&l 355.49|

Disability Improvement: [

/ i

Fields marked on the left with this blue symbol are required fields.

Minnesota
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Finance Agency




Funding Approve

1. Enter information in all fields.

Minnesota
Housing

Finance Agency

= MNHousing.gov

» Census Tracts = Zip+ 4 = Current Int®=t Rates

4. Verify data in all tabs and click
“Funding Approve.”

MANAGEMENT b

Loan Management - Detail

action | | Updekg | E# Funding Approve "y Create Report | € | @) |
Lermer =t Bank || |[Program: Fix-Up Fund Losn Pro

Detailz Property Info

Awvailable Programs and Funds
MNew Loan Commitment

Loan Management

Loan Forms

Lean Info Rehab Origination Borrowers Final

My Pipeline
Loan Exceptions

REPORTS

»

Demographic Analysis
Loan Listing

Loan Confimation
Overdue Bxception
Pending Documents
Loan Certification

[erurna, |

Unpaid Principal Balance:

& Lean Amount:

Note Amount:

@ P&

£10,000.00
10,000.00
$10,000.00

211097 [

See Rehab Details

3. Ensure
ALL dates
match the
note and
mortgage.

|Laan Mumber: 001 260 i mmmaQ it ment

Commitment Date: 04/28/2011
@ Clozing Date: 04/26/2011
& First Payment Date: 06/01/2011
Next Payment Date: 07/01/2011

@ Maturity Date: 05/01/2021

urchase Post Date:

system is correct.

2. Review the signed and executed Note to ensure
that the “Note Amount” in the Loan Commitment

urzement Date: 04/28/2011

Minnesota
Housing
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Funding Approve

If there are errors after Fund Approving a
loan, an error message will appear in red.

Minnesota
Housing

Finance Agency

» MNHousing.gowv » Census Tracts » Zip + 4 » Current Interest Rates

MANAGEMENT & Action | | Update( E# Funding Approve ) i Create Report | € | (@) Loan Management - Detail
Awvailable Programs and Funds Lender 3947 0| Test Bank I |[Program: Fix-Up Fund Lg#n Program || ||Borrowver: Clauson, Tom || |[Loan Mumber: 0012609314 || | Stage: Commitme
New Loan Commitment ’

Loan Management LoanInfo  Detaile  Rehab JOriginaton  Property Info  Borroyg€rs | Errors | Finance  Optional
Loan Foms -
Iy Fipeline Walidation Summary

Loan Exceptions

umber 0012608314,
to indicate if an Energy Audit has been performed for the subject property. The answer ghould be Capital ' for yes or Capital N for no.

» Compliance Problems: Loan
m  Go to the Optional T4

REPORTS

»

Demographic Analysis
Loan Listing

Loan Corfimation
Overdue Exception

Correct the listed errors and click “Funding
Approve” again.

Minnesota
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Funding Approve

Action | | Update | S+ | (gy Create Report | € | @) | Lo

n Mananom!

|| Lendetr: 393901 | Test Bank || || Prograrm: Fix-Up Fund Loan Progratm || || Borrowver: Clauzon, Tam || || Lioan Mumber:

Loan Info Detailz Rehab Crigination Property Info Borrowers Finance Optional Funding
Fees
| Laan Number | Description | Amount |
0012605314 Lender Fee 2200.00
% 0012608314 Loan Amount 510,000.00
| | | 510,200.00 |

2. Click on “I approve the
Funding of the Loan.”

N\

B

1. Click the box to approve
funding of the loan. Doing
so certifies that you've
reviewed the file and are in
compliance with Minnesota
Housing requirements.

e

clicking on the | Approve the Funding of the Loan button, | certi

Funding Approval

ingle Famity Mortgages Onling System (SFMOS) is accurate and complete.

The loan iz in compliance with all applicable Minnezota Ho

Allinformation provided to Minnesota Housing via th
{9 manualz, policies and procedures.
All required loan documents have been executed.

The loan iz in compliance with all applicable laws and regulations.

| e

Be sure that all information
entered in the Loan
Commitment is correct and
matches the closing
documents. Minnesota
Housing has limited ability
to fix errors after closing.

1 Approve the Funding of the Loan |

Minnesota
Housing

Finance Agency




Funding Approve

der: 999901 | Te=t Bank || || Program: Fix-Up Fund Loan Program | || Borrowrer: Clauson, Tom || || Loan Mumber

Mez=zage Summary

# The loan was modified =uccessfully.
#* The current lean's stage iz Purchase Approved.

* “You can uze the [Create Report] toclbar button any ti credte a report to print.

Loan Info Detailz Rehab Origination ers Finance Optional Fundin Digbursement
. . u ”
Disbursement The loan is “Read onIy .
Dizburzement Mumber: 1 iption: |Full Amount
Fee Percent: 100.0000 % .
A message will appear to
MNon-Fee Percent: 100.0000 % Dizburzement Date: 04/

indicate that the loan was

Dizsbursement Details

Loan Number Source nes| successfully modified and
| 0012605314 RHFE ALFZ HI Fx-Up Reg Lender Fee the Stage is purchase
| 0012609314 RHFB ALFZ HI Fix-Up Reg Loan Amount
r approved.
|

Disbursement Approval

The dizburzement of the loan has been approved.

No additional updates can be made once the loan is Purchase Approved.

Minnesota
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Funding/Compliance Approve
Recap

1. Loan information is updated in the Loan Commitment
system prior to closing.

Loan is closed.

Information is reviewed for accuracy and updated again
based on closing documents.

4. Loanis “Funding Approved” after three day right of
rescission.

5. Loanis funded two (2) business days after loan has been
“Funding Approved.”

Minnesota ‘
Housing
Finance Agency
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Forms Generator

* Access and complete Minnesota Housing Forms
online with the Loan Commitment system.

* Search for loans and create printable forms for the
loan.

* Will auto-populate with information entered in HDS.

* Please review documents carefully prior to closing
for accuracy.

Minnesota ‘
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Forms Generator
MANAGEMENT n Action | (& Clear @ @%- 3. Search for borrower.

Available Programs and Funds
Mew Loan Commitment

Program Criteria

Loan Criteria

Loan Mumber:

a=t Name: |Bob >
REPORT 5

Social Security:| - -
Demu:nqlaghin: Anahvsis

. " Stage: ) D
1. Click “Loan Commitment Purchazed

}}

Forms.” DPurchaseApprwed DFinaIDu:n:s
N —
Loan Certffication Loa 4. Double click on borrower
GENERAL % | A Drag a column header here to group by that colu to open loan record.
EElp / | Loan Mumber La=st N Firzt Name
o .
lof 2. Type in Last Name of jp12511308 Bob ™ Sponge
borrower.
A rrrrrrererremrr e

Minnesota
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Forms

1. Click on the

.I:

orm.s you want 7 Click

to print. A check “« ”
Generate Form.

will appear in

the box after
7y Generate Form
you select the 0| (G B .9RCN

form.

Lendet: 399301 | Test Bank || || Program: Fix-Up Fu

Forms

| Form
X W Fix-Up Fund Note

Interim Commitment Notification

Loan Tranzmittal 2nd Mortgage

3. Carefully review each document for accuracy.

Minnesota ‘
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Forms Generator

e Verify ALL Loan Commitment system data is
accurate and matches the loan file.

— That borrowers names match on all loan
documents.

— Your company’s legal entity name throughout all
forms. The Loan Commitment system uses
“branch name” which may be different than the
legal entity name.

Minnesota ‘
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Canceling a Commitment

e Use caution when
canceling a
commitment.

 You cannot cancel the
current loan and
recommit a new loan
on the same property
within 90 days of the
original commitment.

anesoi.c;= ‘
Housmg
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Canceling a Commitment

1. Retrieve record from “Loan Management.” 4. Click “Create Report” (if
necessary for underwriter).

MAHAGEMENT b Action | H Updaf K | & | Loan Mana
ms and Funds || Lende y Test Bank || || Program: Fix-Up Fund Loan Program || || Borrowver: John=zon, Bark || || Loan Mumkber: 001
C Loan Management Loan Info Rehab Origination Prope Borrowers Finance Workflow Optional
Iy Pipeline
Loan Bxceptions Loan Mumber: 0012608312 Stage:
REPORT & # . “ ”
’ 2. Click “Cancel.
Demographic Analysis Lender Loan Mumber: Status:
Loan Listing
Loan Confirmation
Overdue BExcepti
Podre Docenonts Commitment Date: 04/25/2011 o Estimated Closing Date: 05/02/2011
Loan Certification
GENERAL % Windows Internet Explorer, E' AT Y.
Help ) ) '
Home \“?/ Loan Management - Detail
Log Off
g @ Intere=t Rate: m in Months:
Are you sure you wank ko cancel?
Administrator Info % |
@ Amortization: | Simple Interest [ Ok ) Cancel P&
H “ ” ——
3. Click “OK.
I
EE EE
EE BN
Minnesota
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Canceling a Commitment

innesota
ousing

noanoe Agency

» MNHousing.gowv » Census Tracts = Zip + 4 » Current Interest Rates

MANAGEMENT A Action |

Read-only.

X R | (Cy Create Report | |€ | @) | Loan Management - Detail

ender: 399301 | Test Bank || | Program: Communi i i rrovver: Brown | Johnnie Loan Mumber: 0012608331 Stage:
Cotntnitime Status: Cancelled

\gation Property Info Borrowers Finance  Workflow Info

Available Programs and Funds
Mew Loan Commitment

Loan Management

Loan Forms Loan Info
My Pipeline
Loan Exceptions

Loan NumbSg 0012503391 Stage:

| REPORTS &

Status:

The file becomes “Read-only” and the status is “Canceled.”

Minnesota
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Who is My Internal
Web Administrator? o

Mew Loan Commitment
Loan Management
Loan Forms

Mty Pipeline

Contact information for Lo Excestions

REPORTS

your company’s Web ———

Loan Listing
Loan Corfimation

Administrator is found here. Quertue Becepton,

Loan Cerification

GENERAL

Contact your internal Web o
Administrator for:

Log Off

Administrator Info

* User name and password ':a'.jeﬁt.:i:-‘xdminiatratur
e System access and privileges @
* Basic system questions

anesota ‘
58 Hou§|ng
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MANAGEMENT 2 Re p O rt S

Available Programs and Funds
Mew Loan Commitment
Loan Management
Loan Forms

My Pipeline

Loan BExceptions

REPORT 5

Demographic Analysis Va rl ousre p O rtS dare

Loan Listing

Loan Cortfimation < available in the Reports
Chwverdue Exception

Pending Documents

Loan Cerification m Od u I e

GENERAL

}}

}}

Help
Home
Log Off

Administrator Info v

Minnesota ‘
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Locating a Confirmation Report

1. Click on “Loan
Management.

MANAGEMENT

Available

My Pipeline
Loans with Deficiencies

¥

frograms and Funds

REPORTS

-

@ Clear | ,;;] Search Loans

Loan Number:

Last Name:

@ Clear | @ Search Loans

Loan Info

(R

Loan Number:

Rate: |

=]

Include Archived: [

Borrower Info

Last Name:

55N:|

Lender Info

Lender Loan Mumber:

2. Select “Advanced
Search.”

3. Enter search
criteria.

Minnesota
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Locating a Confirmation Report

4. Single click on
the loan.

3 Quick Search | Advanced Search ([ Detail ) * I
Loans

| Loan Number Last Name

N First Name Comm

12820709 Johnson
-

John

(2 X | 1 (g Confirmation Report ) | @ |
"ml I Lender: est B*— Inver Grove H

Loan Info Details Rehab Origination
Loan Number: 0012820709
Lender Loan Number:
Lender Case Number:
Commitment Date: 09M13/2013
Inttiative:

Intere=t Rate:

DNisrnunt Bate:

Property Info Borrowers Insurw

5. Click “Detail”,
wait for page to
load.

6. Click
“Confirmation
Report/”

Minnesota
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innesota

ousing

SO @eneral

MANAGEMENT &

N Lo o g Information about various

Loan Management .
T Ml Loan Commitment system
Loan Exceptions . . .

functions available in Help
REPORTS

Demographic Analysis / MO d U I e

o

Loan Listing
Loan Confirmation

Cwverdue BException
Pending Documents
Loan Certification

) 4

GENERAL S

< Help
&
Log Off

Administrator Info v

Minnesota ‘
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Avoiding Common Errors

e Review information for accuracy before
populating system data to your forms.

* Have closing paperwork with you when
“Funding Approve” a loan.

* Review all information prior to funding
approve.
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Minnesota Housing Resources

* Program Manual and
Forms Available
Online here.

* Visit
www.mnhousing.gov
for more resources.

Minngesofc:= ‘
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http://www.mnhousing.gov/wcs/Satellite?c=Page&cid=1358906136479&pagename=External%2FPage%2FEXTStandardLayout
http://www.mnhousing.gov/

Partner Solutions Team

Minnesota Housing staff is
available from
/7:30a.m.-5p.m. to
answer your questions at:

651.296.8215 or 800.710.8871
mnhousing.solution@state.mn.us
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mailto:mnhousing.solution@state.mn.us

